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Career Preparation Guide 
 
 
As you think about future career choices, think of the community in which you live. Your community can be one of the best 
resources for information about careers, mentors, counselors, and finances.  Try to become informed by talking with your 
school counselor as well as other resource personnel. Developing a plan for the future will help you accomplish your career 
goals.  
 

1. Assess yourself 

a. Employers are looking for the skills and attitudes you have, how you think, act, and work with others. 
Assess yourself and skills in terms of these categories: 

i. What interests and skills have you developed? 
ii. What do you like best: working with people, things, or ideas and information? 
iii. What subjects really interest you? 

 
b. A personal assessment will provide you with good clues as to the career options you should be 

considering. 
 

2. Explore possibilities 
a. Read about various career options that interest you. 
b. Explore through career days, job shadows, and mentoring. 
c. Get experience through work-based learning while in school, part-time jobs or volunteering. 
d. Explore through apprenticeships, mentoring, or internships. 
e. Keep your options open while finishing high school. 

 

3. Be informed 
a. What are the specific qualifications needed? 
b. What is the availability of positions in your community? 
c. What are the projected needs for this type of position in the future? 
d. What are the opportunities for personal and professional growth? 
e. What are the working conditions? (e.g., travel required, working alone or with others, outdoors/indoors) 
f. What are the workplace laws you need to know about? 

 

4. Prepare yourself 
a. Create a resume and cover letter. 
b. Contact people for references. 
c. Prepare a job-hunting plan including goals, contacts, and schedules. 
d. Research the companies you may be applying. 

 

5. Present yourself 
a. On paper ς cover letter and resume; 
b. In person ς once you have secured an interview, remember basic interview tips. 
c. Market yourself to make yourself stand out from the competition. 
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Application/Cover Letter 
 

 
άLƴ ǘƘŜ ǿƻǊƪǇƭŀŎŜΣ ȅƻǳ ŘƻƴΩǘ ǿǊƛǘŜ ŦƻǊ ŀ ƎǊŀŘŜΣ ȅƻǳ ǿǊƛǘŜ ŦƻǊ ŀ ƭƛǾƛƴƎΦέ 

Jim Franken, Past-president, The Harbor Group 
 
People in the workplace write business letters and communicate through email to share ideas, promote products and ask 
for help when needed. Putting a message in writing gives the writer time to think about, organize, and edit what he wants 
to say. A written message also becomes a record of important details for both the sender and the recipient. In any 
profession, written communication connects the writer with other individuals and organizations. 
 
 

Parts of a Business or Cover Letter 
A business or cover letter presents complete information in the order below: 

Heading 
¢ƘŜ ƘŜŀŘƛƴƎ ƎƛǾŜǎ ǘƘŜ ǿǊƛǘŜǊΩǎ ŎƻƳǇƭŜǘŜ ŀŘŘǊŜǎǎΣ ŜƛǘƘŜǊ ǘȅǇŜŘ ƻǊ ƛƴ ǘƘŜ ƭŜǘǘŜǊƘŜŀŘΣ Ǉƭǳǎ ǘƘŜ ŘŀǘŜΦ LŦ ǘƘŜ 
address is part of the date, place only the date in the upper left-hand corner. 
 

Inside Address 
¢ƘŜ LƴǎƛŘŜ !ŘŘǊŜǎǎ ƎƛǾŜǎ ǘƘŜ ǊŜŀŘŜǊΩǎ ƴŀƳŜ ŀƴŘ ŎƻƳǇƭŜǘŜ ƳŀƛƭƛƴƎ ŀŘŘǊŜǎǎ όƛƴŎƭǳŘƛƴƎ ǘƘŜ ŎƻƳǇŀƴȅ ƴŀƳŜύΦ 
If you are not sure which person to address or how to spell his/her name, call the company and ask. If the 
ǇŜǊǎƻƴΩǎ ǘƛǘƭŜ ƛǎ ŀ ǎƛƴƎƭŜ ǿƻǊŘ ƻǊ ǾŜǊȅ ǎƘƻǊǘΣ ǇƭŀŎŜ ƛǘ ŀŦǘŜǊ ǘƘŜ ƴŀƳŜΣ ǎŜǇŀǊŀǘŜŘ ōȅ ŀ ŎƻƳƳŀΦ [ƻƴƎŜǊ ǘƛǘƭŜǎ 
go on a separate line. 
 

Salutation 
¢ƘŜ ǎŀƭǳǘŀǘƛƻƴ ǇŜǊǎƻƴŀƭƛȊŜǎ ǘƘŜ ƭŜǘǘŜǊΦ ¦ǎŜ ά5ŜŀǊέ ǿƛǘƘ ǇŜƻǇƭŜ ƻnly, not department or company names. 
Place a colon after the name. 
 

Body 
The body contains your message in single-spaced paragraphs with double spacing between them. The 
body of your letter is organized in three parts: (1) the beginning states who you are and why you are 
writing, (2) the middle provides all the needed details, and (3) the ending focuses on what should happen 
next. 
 

Complimentary Closing 
The closing politely ends the message with a parting word or phraseτ Sincerely; Sincerely yours; Yours 
truly; Respectfully τ followed by a comma. Capitalize only the first word of complimentary closings. 
 

Signature 
¢ƘŜ ǎƛƎƴŀǘǳǊŜ ƳŀƪŜǎ ǘƘŜ ƭŜǘǘŜǊ ƻŦŦƛŎƛŀƭΦ Lǘ ƛƴŎƭǳŘŜǎ ǘƘŜ ǿǊƛǘŜǊΩǎ ƘŀƴŘǿǊƛǘǘŜƴ ƴŀƳŜ ŀƴŘ ŎƻǊǊŜǎǇƻƴŘƛƴƎ ǘȅǇŜŘ 
name. 
 

Initials, Enclosures, Copies 
WhŜƴ ǎƻƳŜƻƴŜ ǘȅǇŜǎ ǘƘŜ ƭŜǘǘŜǊ ŦƻǊ ǘƘŜ ǿǊƛǘŜǊΣ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ƭƻǿŜǊŎŀǎŜŘ ƛƴƛǘƛŀƭǎ ŀǇǇŜŀǊ ŀŦǘŜǊ ǘƘŜ ǿǊƛǘŜǊΩǎ 
capitalized initials, separated by a colon. If a document (brochure, form, copy) is enclosed with the letter, 
ǘƘŜ ǿƻǊŘ ά9ƴŎƭƻǎǳǊŜ ƻǊ 9ƴŎƭΦέ ŀǇǇŜŀǊǎ ōŜƭƻw the initials. If a copy of the letter is sent elsewhere, type 
άŎŎΥέ ŀƴŘ Ŧƻƭƭƻǿ ǿƛǘƘ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǇŜǊǎƻƴ ƻǊ ŘŜǇŀǊǘƳŜƴǘ ǊŜŎŜƛǾƛƴƎ ǘƘŜ ŎƻǇȅΦ 
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Writing Guidelines 

Prewriting 
o Considering your audience: Who is your reader and how will he or she feel about your message? 
o Determining your purpose: Jot down your reason for writing or what you want the reader to know. 
o Gathering details: collect the information you will need for your letter. Think about the best way to 

organize and present it. 
 

Writing and Revising 
o Organize your letter based on the Pre-Writing section above. 
o Improve your Writing 

Á Revise your first draft, checking for the following: 

¶ accurate, interesting details 

¶ paragraphs that develop the main ideas 

¶ a polite and respectful tone 
 

Editing and Proofreading 
o Checking for Style and Accuracy 

Á Check your letter for the following traits or qualities: 

¶ smooth-flowing sentences 

¶ clear, natural word choice 

¶ correct spelling, capitalization, punctuation, and usage 

¶ correct letter form 
 

Preparing your Final Copy 
o Neatly type your letter. 
o Center it vertically on the page and keep the margins even on both sides. 

 

 

Ineeda Job 

2510 E. 8th Street 

St. Paul, MN 55106 

701-555-5555 

ineedajob@hotmail.com 

 

April 17, 2017 

 

Mrs. Nancy Timms 

Human Resource Director 

{ǘΦ WƻǎŜǇƘΩǎ IƻǎǇƛǘŀƭ 

407 3rd Street SE 

Minot, ND 58701 

 

Dear Mrs. Timms: 

 

I am writing in response to the ad that you placed in the Minot Daily News 

classified section. I am very excited about the position as a Pediatric Nurse in the 

ŎƘƛƭŘǊŜƴΩǎ ǿŀǊŘ ŀǘ {ǘΦ WƻǎŜǇƘΩǎ IƻǎǇƛǘŀƭΦ 

 

L ŀƳ ŀ ƘƛƎƘƭȅ ǎƪƛƭƭŜŘ wŜƎƛǎǘŜǊŜŘ bǳǊǎŜ ǿƛǘƘ н ȅŜŀǊǎΩ ŜȄǇŜǊƛŜƴŎŜ ƭƻƻƪƛƴƎ ŀŦǘŜǊ 

seriously ill babies.  In addition, I am familiar with NICU standards and have a large 

medical vocabulary. I am able to present information accurately and remain calm 

in high stress and emergency situations. I have also been involved in assisting with 

the planning of patients' care programs. 

 

If you would like more information, please let me know by calling (701) 555-5555 

anytime during the day or by emailing me at ineedajob@hotmail.com.  Thank you 

for considering my application.  I look forward to hearing from you. 

 

Sincerely, 

Ineeda Job 
Ineeda Job 

 

Encl. resume 

mailto:ineedajob@hotmail.com
mailto:greensleeves@aol.com
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Job Winning-Resume Introduction 
 
A resume is a document that communicates your career objective and value to a company. A strong resume is carefully 
planned and developed (not quickly typed up) in an appropriate format (style) designed to showcase your experience and 
accomplishments to a specific position. 
 
Before we begin, it is important to note the average employer will only spend 15-20 seconds reading your resume. To 
ŎŀǇǘǳǊŜ ǘƘŜ ǊŜŀŘŜǊΩǎ ŀǘǘŜƴǘƛƻƴΣ ȅƻǳ ǿŀƴǘ ǘƻ ƎƛǾŜ ǘƘŜƳ ŀ ƎƭƛƳǇǎŜ ƻŦ ȅƻǳǊ ǎƪƛƭƭǎ ŀƴŘ ǉǳŀƭƛŦƛŎŀǘƛƻƴǎ ŀƴŘ ŀ Ƙƻƻƪ ǘƻ ǿƛƴ ŀƴ 
interview by making yourself stand out above all others. Writing a job-winning resume can be challenging, even for the 
seasoned professional, but having some background knowledge on the different resume formats and the use of each will 
help you to find success. Write your resume with as much accuracy and detail as you can provide. 
 

 
Components of an Effective Resume: 

1. Identification 
Include your full name, mailing address, and telephone number. 
 

2. Objective 
Describe the kind of job you are looking for; be specific. 
 

3. Skills & Qualifications 
List basic skills and abilities as well as any special skills you may have. 
 

4. Education 
tǊƻǾƛŘŜ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ƴŀƳŜΣ όŜȄǇŜŎǘŜŘύ ƎǊŀŘǳŀǘƛƻƴ ŘŀǘŜΣ Dt!Σ ŀƴŘ ǎǇŜŎƛŀƭ ǊŜŎƻƎƴƛǘƛƻƴ ŦƻǊ ǇǊƻƧŜŎǘǎ ƻǊ 
awards received. 
 

5. Organizations 
Include information about memberships and offices held in clubs because they show your ability to 
assume responsibility and work with other people. 
 

6. Experience 
Describe jobs by listing the name of the company, your job title, the dates employed, and the duties 
performed. List them beginning with the most recent. 
 

7. References 
If you choose to add references, you can either state that references are available upon request or list 
three or four responsible adults who would be glad to recommend you. Include their phone numbers or 
necessary contact information. Do not list anyone without first obtaining his or her permission. Do not 
include family members or friends your own age. 
 

8. Personal information 
Leave out your personal information, hobbies, or interests. Do not include your age, height, weight, status 
of health, or information about your family background. 
 

9. Appearance 
Type your resume. Make sure it is neat and free of errors. 
 

10. Length 
Limit your resume to one or two pages. 
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Tips to Writing a Job-Winning Resume 
 

Pick the Right Font 
 
Font selection is very important, for it will set the tone for the entire resume. 

o Choose a font that is easy-to-read and professional in appearance. 
 

o Limit your font choices to a few of the most well-recognized and easy-to-read fonts. It is best to use only one font 
in a single document. 
 

o It is acceptable to use variations in bold, italic, and different sized fonts for your headings. 
 

o Serif or Sans Serif Fonts are types of fonts available for use in creating your resume.   
 

Serif Fonts are considered more traditional.  Serif is a word that translates to "tails or ƭƛǘǘƭŜ ŦŜŜǘέ ƻƴ ǘƘŜ ƭŜǘǘŜǊǎΦ ¢ƛƳŜǎ bŜǿ 
Roman, which is pictured below, is a popular serif font in word processing programs. See the tails on the ends of the bar 
across the top of the "T"? 

 Here are some examples of appropriate serif fonts (examples shown are 11 pt.): 

ω Bell MT 

ω Bodoni MT 

ω Book Antiqua  

ω Garamond 
ω Georgia 
ω Goudy Old Style 

Sans Serif fonts are more contemporary like the Arial or Calibri. Sans serif fonts tend to be easier to read on a computer 
screen, so they are the better choice for the bulk of your content. 

 Here are some examples of appropriate sans serif fonts (examples shown are 11 pt.): 

ω Arial 
ω Calibri 

ω Century Gothic  
ω Gill Sans MT 

ω Lucida Sans  

ω Tahoma 
ω Verdana  

 

The font size should never be smaller than 11pt or larger than 12pt, except for your name and possibly your headings. Keep 
it consistent throughout the document. 

Page Setup 

¶ Document margins 
o no larger than 1 inch on the sides, top and bottom; no smaller than .5 inches on the top and bottom; and 
o no smaller than .75 inches on the sides. 

ω Single-space within sections and double-space between sections. 
ω Bold and enlarge your name at the top.  Your name should be 14 -18 pt. font. 
ω Type address, contact information, and other headings using 11 or 12 pt. font. 
ω Type the body of your Resume using 11 or 12 pt. font. 
ω Keep the sections lined up and consistent. 
ω Fill the second page at least halfway down the page on a two-page resume. 

o tƭŀŎŜ ά/ƻƴǘƛƴǳŜŘέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǇŀƎŜ ƻƴŜΣ ŀƴŘ ȅƻǳǊ ƴŀƳŜ ŀƴŘ άtŀƎŜ нέ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǇŀƎŜ ǘǿƻΦ 
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The Use of Bullets 

ω Bullets are special characters used at the beginning of indented short sentences to call attention to individual items 
on a resume. 

ω Short, bulleted sentences are easier to read than long paragraphs of text, and they highlight the information you 
want the reader to see quickly. 

ω Bullets add some variety to a resume and make it just a touch more creative. 

Basic Writing Strategies 

ω Be specific and keep it accurate and honest.  
ω Start with an action verb and refrain from using complete sentences. Avoid using the same action verb over and 

over, use a thesaurus if necessary. 
ω Include a concise statement of your objective and make it clear to the reader what position you are seeking. State 

why you could be an asset to the employer, not only what you want from him or her. If you plan to submit the 
resume for a variety of positions, either customize this statement for each position or keep this statement general. 

ω Use industry-specific terminology/kŜȅǿƻǊŘǎ όάǎǇŜŀƪέ ǘƘŜ ǊŜŀŘŜǊΩǎ ƭŀƴƎǳŀƎŜύΦ 
ω Emphasize your skills, accomplishments, and career achievements, especially the responsibilities you had in a 

previous position which relate to the position for which you are applying.  
ω Arrange education and employment history information in order. Be complete and accurate when listing the name, 

city and state of previous employers. Do not include pronouns such as I, my, me, our, or any other possessive or 
pronoun or list company street addresses, salary, or reasons for leaving. 

ω Leave out personal data such as, marital status, hobbies, interests, physical appearance, religion, photos, and 
unrelated hobbies. 

ω Spell out the state name for your jobs, if you spelled out the state in your address, such as New York. 
ω Produce an error-ŦǊŜŜ ǊŜǎǳƳŜ ŀƴŘ ƳŀƪŜ ǎǳǊŜ ƛǘ ƛǎ Ŝŀǎƛƭȅ ǊŜŀŘ ǿƛǘƘ ǘƘŜ ŦƻŎǳǎ ƻƴ ŎƻƴǘŜƴǘΦ ¸ƻǳǊ ŎƻƳǇǳǘŜǊΩǎ spell-check 

function may not catch all misspellings or grammatical errors. Proof, proof, and proof again! 
ω Print your resume on quality paper (100% bond paper - white, ivory, light gray). 
ω Use Microsoft Word or another word processing program to create your resume.   

Things to Avoid 

ω Sentences that are άchoppyέ ς too short and repeat the same words. 
ω Repeating the same information too many times. 
ω Typos and grammatical errors (read it aloud; have a friend proofread it). 
ω Unrelated jobs that go back too far in years (7-10 years is sufficient in most cases). 
ω Unrelated information (Stay on track; keep the position in mind). 
ω 5ƻƴΩǘ ǳǎŜ personal pronouns (I, Me, My). 
ω 5ƻƴΩǘ ƳŀƪŜ ǘƘŜ ǎŜŎƻƴŘ ǇŀƎŜ ǘƻƻ ǎƘƻǊǘ ς ƛŦ ƛǘΩǎ less than 1 ½ pages, make it one page.  
ω A second page does not include your name.  If your resume is more than one page, include a header with your full 

name.  
ω Too much or not enough white space (looks empty, inexperienced). 
ω Using the full address for employers (list only the town and state). 
ω Using full employment dates such as 12/11/15.  List only the month and year. 
ω 5ƻƴΩǘ ƭƛǎǘ the reason for leaving or explain situation (if you must, save it for the letter). 
ω 5ƻƴΩǘ ƛƴŎƭǳŘŜ ǇŜǊǎƻƴŀl information, such as άmarried, homeowner, two childrenέ (It is unrelated to the position). 
ω 5ƻƴΩǘ ƛƴŎƭǳŘŜ ǳƴǊŜƭŀǘŜŘ ǇŜǊǎƻƴŀƭ ƛƴǘŜǊŜǎǘ ŀƴŘ ƘƻōōƛŜǎ ǎǳŎƘ ŀǎ ϦŜƴƧƻȅ ǊŜŀŘƛƴƎΣ ƭƻƴƎ ǿŀƭƪǎΣ ƳǳǎƛŎΣ ǘǊŀǾŜƭΣ ƪƴƛǘǘƛƴƎΣ 

and puzzles" (include interests ONLY if it is related to your career objective). 
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Action Words ς By Skills Categories 
 

Communication 
Skills 

Creative 
Skills 

Research 
Skills 

Management 
Skills 

Articulated 

Clarified 

Collaborated 

Communicated 

Consulted 

Conveyed 

Convinced 

Debated 

Directed 

Discussed 

Explained 

Influenced 

Interpreted 

Listened 

Marketed 

Mediated 

Moderated 

Negotiated 

Persuaded 

Presented 

Proposed 

Reported 

Resolved 

Summarized 

Translated 

Adapted 

Composed 

Conceptualized 

Created 

Customized 

Designed 

Developed 

Directed 

Established 

Formulated 

Founded 

Illustrated 

Initiated 

Instituted 

Integrated 

Introduced 

Invented 

Modified 

Originated 

Performed 

Planned 

Revised 

Revitalized 

Shaped 

Solved 

Advised 

Analyzed 

Clarified 

Collected 

Conducted 

Critiqued 

Detected 

Evaluated 

Examined 

Explained 

Explored 

Extracted 

Formulated 

Gathered 

Inspected 

Interviewed 

Investigated 

Located 

Measured 

Researched 

Reviewed 

Solved 

Summarized 

Surveyed 

Tested 

Administered 

Analyzed 

Assigned 

Coordinated 

Delegated 

Developed 

Directed 

Enforced 

Established 

Executed 

Improved 

Incorporated 

Initiated 

Inspected 

Instituted 

Managed 

Motivated 

Organized 

Planned 

Produced 

Reorganized 

Reviewed 

Scheduled 

Streamlined 

Supervised 
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Financial 
Skills 

Helping 
Skills 

Organizational 
Skills 

Technical 
Skills 

Administered 

Adjusted 

Allocated 

Analyzed 

Appraised 

Assessed 

Balanced 

Budgeted 

Calculated 

Computed 

Corrected 

Determined 

Developed 

Estimated 

Forecasted 

Managed 

Marketed 

Measured 

Planned 

Prepared 

Projected 

Reconciled 

Reduced 

Researched 

Retrieved 

Advocated 

Aided 

Assessed 

Assisted 

Collaborated 

Contributed 

Cooperated 

Counseled 

Demonstrated 

Educated 

Encouraged 

Ensured 

Guided 

Helped 

Insured 

Motivated 

Prevented 

Provided 

Referred 

Rehabilitated 

Resolved 

Simplified 

Supplied 

Supported 

Volunteered 

Arranged 

Catalogued 

Categorized 

Classified 

Coded 

Collected 

Compiled 

Distributed 

Generated 

Incorporated 

Inspected 

Maintained 

Monitored 

Operated 

Organized 

Prepared 

Processed 

Reviewed 

Routed 

Scheduled 

Screened 

Supplied 

Systematized 

Updated 

Verified 

Assembled 

Built 

Calculated 

Computed 

Constructed 

Converted 

Designed 

Determined 

Developed 

Engineered 

Fabricated 

Installed 

Maintained 

Operated 

Printed 

Programmed 

Rectified 

Regulated 

Remodeled 

Repaired 

Restored 

Solved 

Standardized 

Upgraded 

Utilized 
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Fabricating Resume Information 
 
!ƭǘƘƻǳƎƘ ŎǳǊǊŜƴǘ ŜǎǘƛƳŀǘŜǎ ǾŀǊȅ ŎƻƴǎƛŘŜǊŀōƭȅΣ ƛǘΩǎ ƭƛƪŜƭȅ ǘƘŀǘ ŀǎ Ƴŀƴȅ ŀǎ пл ǇŜǊŎŜƴǘ ƻŦ ǊŜǎǳƳŜǎ ƛƴŎƭǳŘŜ ƛƴŀǇǇǊƻǇǊƛŀǘŜ 
ŜȄŀƎƎŜǊŀǘƛƻƴǎ ŀƴŘ ƻǘƘŜǊ ƳƛǎǊŜǇǊŜǎŜƴǘŀǘƛƻƴǎΦ LǘΩǎ ŀƭǎƻ ƭƛƪŜƭȅ ǘƘŀǘ ŀǘ ƭŜŀǎǘ ƻƴŜ ƻǳǘ ƻŦ мл applicants claim a college degree they 
ŘƻƴΩǘ ƘŀǾŜΦ !ƭƳƻǎǘ пл ǇŜǊŎŜƴǘ ƻŦ ƘǳƳŀƴ ǊŜǎƻǳǊŎŜ ǇǊƻŦŜǎǎƛƻƴŀƭǎ ǎǳǊǾŜȅŜŘ ƭŀǎǘ ȅŜŀǊ ōȅ ǘƘŜ {ƻŎƛŜǘȅ ŦƻǊ IǳƳŀƴ wŜǎƻǳǊŎŜ 
aŀƴŀƎŜƳŜƴǘ ǊŜǇƻǊǘŜŘ ǘƘŜȅΩǾŜ ƛƴŎǊŜŀǎŜŘ ǘƘŜ ŀƳƻǳƴǘ ƻŦ ǘƛƳŜ ǘƘŜȅ ǎǇŜƴŘ ŎƘŜŎƪƛƴƎ ǊŜŦŜǊŜƴŎŜǎ ƻǾŜǊ ǘƘŜ Ǉŀǎǘ three years and 
many companies are now requiring background checks for all applicants being considered. 
 
Forbes Magazine has a list of the top lies people put on their resumes. They are as follows: 

1. Lying about your college degree. 
2. Playing with dates to hide employment gaps. 
3. Exaggerating sales numbers to make yourself look better. 
4. Increasing previous salary in an attempt to get more money. 
5. Misleading job titles. 
6. Lying about technical abilities such as familiarity and proficiency when it comes to knowledge of software programs. 
7. Claiming language fluency. 
8. Providing fake address. 
9. Inflating Grade Point Averages. 

 

Templates to Use 

Log in to your RUReady.ND.gov account to use the templates available for the following: 

ω Cover Letter Creator 
ω Resume  Builder 
ω Thank You Letter Builder  
ω Job Interview Practice 

You can also find a variety of templates on the Internet to use. 

  

https://secure.ruready.nd.gov/
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Resume Builder Worksheet 
 

Personal Information 

First Name Last Name 

Street Address 

City State Zip 

Phone (Home or Cell ς Primary) Phone (Work) 

E-Mail 

Employment Objective Statement 

Summary of Skills and Qualifications ς Log in to your RUReady.ND.gov account to take the Basic Skills Survey and Transferable Skills Checklist to 

help you determine your skills and qualifications.  List the skills and qualifications below that you will include on your resume.  

Your Employment History 

Company Name Your Position 

City State Zip 

Start Date (mm/yy) End Date (mm/yy) 

Job Duties, Responsibilities, and Accomplishments (use action words): 

Company Name Your Position 

City State Zip 

Start Date (mm/yy) End Date (mm/yy) 

Job Duties, Responsibilities, and Accomplishments (use action words): 

Company Name Your Position 

City State Zip 

Start Date (mm/yy) End Date (mm/yy) 

Job Duties, Responsibilities, and Accomplishments (use action words): 
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Your Education & Training 

School Name State 

Type of Education or Degree 

Program/Major or Course of Study 

Start Date (mm/yy) End Date (mm/yy) 

School Name State 

Type of Education or Degree 

Program/Major or Course of Study 

Start Date (mm/yy) End Date (mm/yy) 

Certificates and Licenses 

Name of Certificate/License Date Acquired (mm/yy) 

Issuing Organization State 

Name of Certificate/License Date Acquired (mm/yy) 

Issuing Organization State 

Accomplishments, Activities, Honors, and Affiliations 

 



13 

The Qualifications Brief ς When you have little or no work experience. 

 
¢ƘŜ vǳŀƭƛŦƛŎŀǘƛƻƴǎ .ǊƛŜŦ ǎǘǊŜǎǎŜǎ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ŀōƛƭƛǘƛŜǎ ŀƴŘ ǎƘƻǿǎ ǿƘŀǘ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ƛǎ ŎŀǇŀōƭŜ ƻŦ ŘƻƛƴƎ ŦƻǊ ǘƘŜ ŜƳǇƭƻȅŜr.  
LŦ ȅƻǳ ŎƘƻƻǎŜ ǘƻ ǳǎŜ ŀ ǉǳŀƭƛŦƛŎŀǘƛƻƴǎ ōǊƛŜŦΣ ȅƻǳ Ŏŀƴ Ŏŀƭƭ ƛǘ ŀ άǊŜǎǳƳŜΦέ  Regardless of what it is called, it should still have the 
following information: 
 
 
 

Qualifications Brief of _____Name_____ 
Street 

City, State Zip Code 

Phone Number 

Email Address 

A Record of Success 
 State your part time employment accomplishments. 

Educational Accomplishments 
 Describe skills, knowledge, abilities and accomplishments at school. 

Extracurricular Accomplishments 
 List what you accomplished in your extracurricular activities at school. 

Awards 
 List degrees, relevant course work and certifications. 

Other Facts 
 List your special skills or abilities that would be helpful to the work setting. 

Interests and Hobbies 
 List your interests and hobbies or things you really enjoy doing. 
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Qualifications Brief Sample 

Qualifications Brief of Ineeda Job 
2510 E. 8th Street 

St. Paul, MN 55106 

701-555-5555 

ineedajob@hotmail.com 

A Record of Success 
As a part-time volunteer at Bethesda Hospital in St. Paul: 

ω Volunteer of the Month Award 

ω Perfect attendance record for the past two years 

ω Frequent compliments from patients who consistently praised my helpful and cheerful nature 

Educational Accomplishments 
Harding Senior High School:  General Business Studies 

ω wŜŎŜƛǾŜŘ !Ωǎ ƛƴ ōŜƎƛƴƴƛƴƎ ŀƴŘ ŀŘǾŀƴŎŜŘ ǿƻǊŘ ǇǊƻŎŜǎǎƛƴƎ 

ω wŜŎŜƛǾŜŘ !Ωǎ ƛƴ DŜƴŜǊŀƭ .ǳǎƛƴŜǎǎ L ϧ LL 

ω wŜŎŜƛǾŜŘ !Ωǎ ƛƴ ōŜƎƛƴƴƛƴƎΣ ƛƴǘŜǊƳŜŘƛŀǘŜ ŀƴŘ ŀŘǾŀƴŎŜŘ !ŎŎƻǳƴǘƛƴƎ ŎƻǳǊǎŜǎ 

Extracurricular Accomplishments 
Harding Senior High School:   

ω aŜƳōŜǊ ƻŦ IŀǊŘƛƴƎ {ŜƴƛƻǊ IƛƎƘ {ŎƘƻƻƭ ƎƛǊƭǎΩ ǾŀǊǎƛǘȅ ōŀǎƪŜǘōŀƭƭ ǘŜŀƳΣ three years 

ω Team captain, Senior year, varsity soccer 

ω aŜƳōŜǊ ƻŦ IŀǊŘƛƴƎ {ŜƴƛƻǊ IƛƎƘ {ŎƘƻƻƭ DƛǊƭǎΩ ǾƻƭƭŜȅōŀƭƭ ǘŜŀƳΣ м ȅŜŀǊ 

Awards 
Student of the Month Award, Junior Year 

Other Facts 
ω Keyboard at 70 words per minute 

ω Familiar with Microsoft Excel 

ω Familiar with Microsoft Word and other word processing programs 

ω Worked in Windows and Mac Environments 

ω Completed a course in Medical/Legal Transcription 

 
  

mailto:ineedajob@hotmail.com
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The Chronological Resume 
 
The Chronological Resume emphasizes your work history and should generally follow this basic pattern:  
 

Name 
Street 

City, State Zip Code 

Phone Number 

Email Address 

Objective 
State your career goal. 

Work History/Experience 
Arrange by date (beginning and ending) with the most recent job and dates listed first.  Give details in this order: 

company, position title, and short job description emphasizing your skills. 

Education 
List degrees, relevant coursework and certifications. 

Optional Information 
List your memberships, awards, military service, certificates, and activities. 
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Chronological Resume Sample 1 

Ineeda Job 
2510 E. 8th Street 

St. Paul, MN 55106 

701-555-5555 

ineedajob@hotmail.com 

OBJECTIVE 
Pediatric nurse with specific experience in caring for premature babies. Developed excellent Child Care and planning 

ǎƪƛƭƭǎ ǘƘǊƻǳƎƘ ƛƴǘŜǊƴǎƘƛǇǎ ŀǘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅ ƻŦ aƛƴƴŜǎƻǘŀ /ƘƛƭŘǊŜƴΩǎ IƻǎǇƛǘŀƭΦ 9ȄǇŜǊƛŜƴŎŜŘ ƛƴ bL/¦ ǎǘŀƴŘŀǊŘǎΦ 

EXPERIENCE  

06/2015-08/2017 ¦ƴƛǾŜǊǎƛǘȅ ƻŦ aƛƴƴŜǎƻǘŀ /ƘƛƭŘǊŜƴΩǎ IƻǎǇƛǘŀƭΣ Minneapolis, Minnesota 

Registered Nurse 

¶ Worked as an RN in the pediatric section of a 60 Bed unit dedicated to looking after 

seriously ill babies. 

¶ Designated a special rotation involving the NICU and played a key role in the care of 

young children. 

¶ Played an active role in the execution of health plans for patients involving a range of 

medical issues including childbirth abnormalities, below average development and under 

achievement. 

08/2014-04/2015 University of Minnesota Medical Center, Fairview, Minneapolis, Minnesota 

Student Nurse 

¶ Worked under the direction of supervising RN in providing bedside care, documenting 

care treatments, admitting, discharging and transferring patients. 

08/2009-07/2010 Bethesda Hospital, Saint Paul, Minnesota 

Admit Clerk 

¶ Greeted patients and family, helped patients with completing paperwork, explained 

admittance documents, obtained signatures. 

EDUCATION 
04/2015 

University of Minnesota School of Nursing, Minneapolis, Minnesota 

Bachelor of Science in Nursing (BSN) 

 

GPA ς 3.8 Deans list every semester ς Certification obtained. 

11/2014 ς Registered Nurse. 

ACTIVITIES & 

HONORS 

Hospital Volunteer 2007 ς 2009 

AFFILIATIONS National Council of State Boards of Nursing  

mailto:ineedajob@hotmail.com
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Chronological Resume Sample 2 

Ineeda Job 
2510 E. 8th Street 

St. Paul, MN 55106 

701-555-5555 

ineedajob@hotmail.com 

OBJECTIVE 
Pediatric nurse with specific experience in caring for premature babies. Developed excellent Child Care and planning 

ǎƪƛƭƭǎ ǘƘǊƻǳƎƘ ƛƴǘŜǊƴǎƘƛǇǎ ŀǘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅ ƻŦ aƛƴƴŜǎƻǘŀ /ƘƛƭŘǊŜƴΩǎ IƻǎǇƛǘŀƭΦ 9ȄǇŜǊƛŜƴŎŜŘ ƛƴ bL/¦ ǎǘŀƴŘŀǊŘǎΦ 

EXPERIENCE:   Registered Nurse - ¦ƴƛǾŜǊǎƛǘȅ ƻŦ aƛƴƴŜǎƻǘŀ /ƘƛƭŘǊŜƴΩǎ IƻǎǇƛǘŀƭΣ aƛƴƴŜŀǇƻƭƛǎΣ aƛƴƴŜǎƻǘŀ 
June 2015 ς August 2017 

¶ Worked as an RN in the pediatric section of a 60 Bed unit dedicated to seriously ill babies. 

¶ Designated a special NICU rotation and played a key role in the care of young children. 

¶ Played an active role in the execution of health plans for patients involving a range of medical issues including 

childbirth abnormalities, below average development and under achievement. 

Student Nurse - University of Minnesota Medical Center (Fairview), Minneapolis, Minnesota 

August 2014 ς April 2017 

¶ Worked under the direction of supervising RN in providing bedside care, documenting care treatments, admitting, 

discharging and transferring patients. 

Admit Clerk - Bethesda Hospital, Saint Paul, Minnesota 

August 2009 ς July 2010 

¶ Greeted patients and family, helped with patient paperwork, explained admittance documents, obtained 

signatures. 

EDUCATION: Bachelor of Science in Nursing (BSN) April 2015,  

    University of Minnesota School of Nursing, Minneapolis, Minnesota 

¶ GPA ς 3.8 Deans list every semester ς Certification obtained 

¶ Registered Nurse, 05/2015 

ACTIVITIES   & HONORS:   Hospital Volunteer 2007 ς 2009 

AFFILIATIONS:  National Council of State Boards of Nursing 

mailto:ineedajob@hotmail.com
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The Functional Resume 
 

The Functional Resume emphasizes your skills, knowledge and abilities without putting them into any time frame. Group 
your experiences and abilities under one or more broad categories. Place these categories in order of importance to your 
objective. A brief work history is usually included without a description of work tasks. Just list company, dates, position, and 
title. A functional resume usually follows this basic pattern: 
 

  

 
 

Name 
Address 

Phone Number 
Email Address 

 

 
Objective 

State your career goal. 
 

Skill Categories 
Describe function-related terms and accomplishments. 

 

Work History 
List dates, places, positions. 

 

Education 
List degrees, relevant course work, and certifications. 

 

Optional Information 
List your memberships, awards, military service, certificates, and activities. 
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Functional Resume Sample 1 

 

Ineeda Job 
2510 E. 8th Street 

St. Paul, MN 55106 

701-555-5555 

ineedajob@hotmail.com 
 
 

OBJECTIVE 
Pediatric nurse caring for premature or seriously ill babies in a hospital setting. 
 

SKILLS & QUALIFICATIONS  
Developed excellent Child Care and planning skills. 
Worked as an RN in the pediatric section of a 60 Bed unit dedicated to seriously ill or premature babies. 
Experienced in NICU standards.  
Designated a special NICU rotation and played a key role in the care of young children. 
Played an active role in the execution of health plans for patients involving a range of medical issues including childbirth 
abnormalities, below average development, and under achievement. 
Worked under the direction of supervising RN in providing bedside care, documenting care treatments, admitting, 
discharging and transferring patients. 

 

WORK HISTORY 
06/2015 ς 08/2017 ¦ƴƛǾŜǊǎƛǘȅ ƻŦ aƛƴƴŜǎƻǘŀ /ƘƛƭŘǊŜƴΩǎ IƻǎǇƛǘŀƭΣ aƛnneapolis, Minnesota 
 Registered Nurse 
08/2014 ς 04/2015 University of Minnesota Medical Center, Fairview, Minneapolis, MN 
 Student Nurse 
08/2009 ς 07/2010 Bethesda Hospital, Saint Paul, Minnesota 
 Admit Clerk 

EDUCATION 
2015, Bachelor of Science (BSN), University of Minnesota School of Nursing, Minneapolis, Minnesota,  
GPA ς 3.8 (Deans list every semester), Registered Nursing Certification, May 2015 

 

ACTIVITIES & HONORS 
 Hospital Volunteer 2007 ς 2009 
 

AFFILIATIONS 
National Council of State Boards of Nursing 

 

  

mailto:ineedajob@hotmail.com
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Functional Resume Sample 2 

 

Ineeda Job 
2510 E. 8th Street 

St. Paul, MN 55106 

701-555-5555 

ineedajob@hotmail.com 
 
 

OBJECTIVE 
Pediatric nurse caring for premature or seriously ill babies in a hospital setting. 

 

SKILLS & QUALIFICATIONS 

¶ Developed excellent planning skills and working with children. 

¶ Worked as an RN in the pediatric section of a 60 Bed unit dedicated to looking after seriously ill or premature babies. 

¶ Experienced in NICU standards. Designated a special NICU rotation and played a key role in the care of young children. 

¶ Played an active role in the execution of health plans for patients involving a range of medical issues including childbirth 
abnormalities, below average development, and under achievement. 

¶ Worked under the direction of supervising RN in providing bedside care, documenting care treatments, admitting, 
discharging and transferring patients. 

 

EMPLOYMENT HISTORY 
 
06/2015 ς 08/2017 Registered Nurse ¦ƴƛǾŜǊǎƛǘȅ ƻŦ aƛƴƴŜǎƻǘŀ /ƘƛƭŘǊŜƴΩǎ IƻǎǇƛǘŀƭΣ Minneapolis, Minnesota 
08/2014 ς 04/2015 Student Nurse University of Minnesota Medical Center, Fairview, Minneapolis, Minnesota 
08/2009 ς 07/2010 Admit Clerk  Bethesda Hospital, Saint Paul, Minnesota 
 

EDUCATION 
 

Bachelor of Science (BSN), Nursing - University of Minnesota School of Nursing, Minneapolis, Minnesota, 2015, (GPA ς 3.8 
Deans list every semester ς Registered Nursing Certification, 2015). 

 

ACTIVITIES & HONORS 
 

Hospital Volunteer 2007 - 2009 
 

AFFILIATIONS 
 

National Council of State Boards of Nursing 
  

mailto:ineedajob@hotmail.com
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The Combination Resume 
 
The Combination Resume blends the strengths of chronological and functional. You may begin with the skill categories and 
follow with a fuller work history. Or you may list each position you have held chronologically with strong emphasis on the 
skills, knowledge and abilities attained in each position. 
 
 

  

 
 

Name 
Address 

Phone Number 
Email Address 

 
 
Objective 

State your career goal. 
 
Skill Categories 

Describe function-related terms and accomplishments. 
 
Work History 

List dates, places, positions. 
 
Education 

List degrees, relevant course work, and certifications. 
 
Optional Information 

List your memberships, awards, military service, 
certificates, and activities. 
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Combination Resume Sample 1 

Ineeda Job 
2510 E. 8th Street 
St. Paul, MN 55106 

701-555-5555 
ineedajob@hotmail.com 

 
 

Pediatric Nurse 
Extensive experience in caring for premature and seriously ill babies in a pediatric unit. 

 
 

SUMMARY OF SKILLS & EXPERIENCE 
Registered Nurse 

Highly skilled Registered Nurse, with experience looking after seriously ill babies.  Played an active role in the 
execution of health plans for babies with childbirth abnormalities, below average development, and under 
achievement. Familiar with NICU standards. Ordered laboratory and diagnostic tests and evaluated results.  
Monitored, recorded, and reported symptoms and changes in patients' condition. Monitored all aspects of patient 
care, including diet and physical activity. Maintained accurate, detailed reports and records. 

Student Nurse 
Worked under the direction of supervising RN with experience serving in ER, Urgent Care, Pediatrics, and a Stab-
Room Trauma Unit.  Involved in admitting, discharging and transferring patients and documenting care treatments. 

Admit Clerk 
Greeted patients and family.  Completed paperwork, reviewed admittance documents, obtained signatures. 
Extensive computer experience with attention to detail. 
 
 

EMPLOYMENT HISTORY 
 

Registered Nurse 06/2015ς 08/2017 
¦bL±9w{L¢¸ hC aLbb9{h¢! /IL[5w9bΩ{ Ih{tL¢![ 
 
Student Nurse 08/2014 ς 04/2015 
MINNESOTA MEDICAL CENTER, FAIRVIEW 
 
Admit Clerk 08/2009 ς 07/2010 
BETHESDA HOSPITAL 
 

EDUCATION 
 

Bachelor of Science in Nursing (BSN) April 2015, (GPA ς 3.8) 
University of Minnesota School of Nursing, Minneapolis, Minnesota 

Certified Registered Nurse, 2015 
 

Harding Senior High School, 2010, GPA ς 4.00 
 
 

ACTIVITIES, HONORS, AND AFFILIATIONS 
 

Member: American Nursing Association 
Hospital Volunteer 2007-2009 

National Council of State Boards of Nursing  

mailto:ineedajob@hotmail.com
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Combination Resume Sample 2 

Ineeda Job 
2510 E. 8th Street 

St. Paul, MN 55106 

701-555-5555 

ineedajob@hotmail.com 
 

Pediatric Nurse 
Extensive experience in caring for premature and seriously ill babies in a pediatric unit. 

 

SUMMARY OF SKILLS & EXPERIENCE 
Registered Nurse 
ω Looked after seriously ill babies. 
ω Played an active role in the execution of health plans for babies with childbirth abnormalities, below average 

development, and under achievement. 
ω Worked with NICU standards. 
ω Ordered laboratory and diagnostic tests and evaluated results. 
ω Monitored, recorded, and reported symptoms and changes in patients' conditions. 
ω Monitored all aspects of patient care, including diet and physical activity. 
ω Maintained accurate, detailed reports and records. 

Student Nurse 
ω Worked under the direction of supervising RN with experience serving in ER, Urgent Care, Pediatrics, and a Stab-

Room Trauma Unit. 
ω Admitted, discharged and transferred patients 
ω Documented care treatments. 

Admit Clerk 
ω Greeted patients and family. 
ω Completed paperwork, reviewed admittance documents, obtained signatures. 
ω Worked on a computer with attention to detail. 

 

EMPLOYMENT HISTORY 

Registered Nurse 06/2015ς 08/2017 
¦bL±9w{L¢¸ hC aLbb9{h¢! /IL[5w9bΩ{ Ih{tL¢![ 
 
Student Nurse 08/2014 ς 04/2015 
MINNESOTA MEDICAL CENTER, FAIRVIEW 
 
Admit Clerk 08/2009 ς 07/2010 
BETHESDA HOSPITAL 
 

EDUCATION 
Bachelor of Science in Nursing (BSN) April 2015, (GPA ς 3.8) 

University of Minnesota School of Nursing, Minneapolis, Minnesota 
Certified Registered Nurse, 2014 

 
Harding Senior High School, 2010, GPA ς 4.00 

 

ACTIVITIES, HONORS, AND AFFILIATIONS 
Member: American Nursing Association 

Hospital Volunteer 2007-2009 
National Council of State Boards of Nursing  

mailto:ineedajob@hotmail.com
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Electronic Formatted Resume 

 
The Formatted Resume is created in a word processing program (Microsoft Word, for example) that contains formatting 
enhancements, such as bold, italic, indented text, columns, fonts, graphic lines, and so on. Formatted resumes are sent as an 
attachment to an email. Content is the same as a traditional resume. 

 

Ineeda Job 
2510 E. 8th Street 

St. Paul, MN 55106 

701-555-5555 

ineedajob@hotmail.com 
 
OBJECTIVE 
 

Pediatric nurse caring for premature or seriously ill babies in a hospital setting. 
 
SKILLS & QUALIFICATIONS 

ω Developed excellent Child Care and planning skills. 
ω Worked as an RN in the pediatric section of a 60 Bed unit dedicated to seriously ill or premature babies. 
ω Experienced in NICU standards. Designated a special NICU rotation and played a key role in the care of young 

children. 
ω Played an active role in the execution of health plans for patients involving a range of medical issues including 

childbirth abnormalities, below average development and under achievement. 
ω Worked under the direction of supervising RN in providing bedside care, documenting care treatments, admitting, 

discharging and transferring patients. 

EMPLOYMENT HISTORY 
Registered Nurse: ¦ƴƛǾŜǊǎƛǘȅ ƻŦ aƛƴƴŜǎƻǘŀ /ƘƛƭŘǊŜƴΩǎ IƻǎǇƛǘŀƭ 
Minneapolis, Minnesota. June 2015 to August 2017 
 
Student Nurse: University of Minnesota Medical Center, Fairview 
Minneapolis, Minnesota. August 2014 to April 2015 
 
Admit Clerk: Bethesda Hospital 
Saint Paul, Minnesota. August 2009 to July 2010 
 

EDUCATION 
 

Bachelor of Science (BSN), Nursing 
University of Minnesota School of Nursing, Minneapolis, Minnesota, 2015. 
(GPA ς 3.8 Deans list every semester ς Registered Nursing Certification, November 2015). 

 
ACTIVITIES & HONORS 
 

Hospital Volunteer 2007 to 2009 
 
AFFILIATIONS 
 

National Council of State Boards of Nursing 
  

mailto:ineedajob@hotmail.com
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Electronic Posted Resume 
 
The Posted Resume is a resume submitted to a website, then saved in a searchable database. The Web site may be a career 
site (e.g., www.jsnd.com, www.careerbuilder.com, www.indeed.com, or www.monster.com). Career sites typically provide 
job seekers with password-protected access to the posted resume in order to make changes, facilitate pasting into email in 
response to job postings, or delete when the time comes. A posted resume typically appears in text-only format. 
 
Follow the instructions below to submit your resume to the following online sites: 
 

Job Service North Dakota 

1. Visit www.jsnd.com and click on the Job Seekers section. 
2. Click on Log In To Begin Your Job Search 
3. Click on Register/Login to create a new Individual account or login to your existing account. 
4. Click on Create Resume after you have logged in. 

 

CareerBuilder 

1. Visit www.CareerBuilder.com and click on the Upload/Build Your Resume link on the home page. 

 

Indeed 

1. Visit www.indeed.com. 
2. Click on Upload your resume. 

 
Monster 

1. Visit www.monster.com. 
2. Click on Upload a Resume. 

 

  

http://www.jsnd.com/
http://www.careerbuilder.com/
http://www.indeed.com/
http://www.monster.com/
http://www.jsnd.com/
http://www.careerbuilder.com/
http://www.indeed.com/
http://www.monster.com/


26 

The Scannable Resume 
 
The Scannable Resume is the "scanner friendly" version of your paper resume, and it is designed to be read by a computer 
rather than a person. It can be e-mailed or provided in hard copy to employers whose companies look for key words and 
phrases that have beeƴ ǇǊŜǇǊƻƎǊŀƳƳŜŘ ōȅ ǘƘŜ ƘǳƳŀƴ ǊŜǎƻǳǊŎŜǎ ŘŜǇŀǊǘƳŜƴǘΦ ¢ƘŜ {ŎŀƴƴŀōƭŜ wŜǎǳƳŜ ƛǎ ǳǎǳŀƭƭȅ άǘŀƛƭƻǊ 
ƳŀŘŜέ ŦƻǊ ŀ ǎǇŜŎƛŦƛŎ ƧƻōΦ IƛƴǘΥ ƳŀƪŜ ǎǳǊŜ ȅƻǳ ƎŜǘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ Ƨƻō ƻǇŜƴƛƴƎ ƻǊ ǎǇŜŀƪ ǿƛǘƘ ŀ ƘƛǊƛƴƎ ƻŦŦƛŎƛŀƭ ōŜŦƻǊŜ ǇǊŜǇŀǊƛƴƎ 
your resume. This will enable you to use ǘƘŜ ǿƻǊŘǎ ǘƘŀǘ ǿƛƭƭ ƳŀǘŎƘ ȅƻǳǊ ǊŜǎǳƳŜ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜǊΩǎ ŘŜǎƛǊŜŘ ǉǳŀƭƛŦƛŎŀǘƛƻƴǎΦ 
 
Submit a Scannable Resume only if a potential employer tells you to. Use these formatting methods: 

ω Fonts, Formatting and Layout 
o Use simple formatting.  5ƻƴΩǘ ǳǎŜ bold, italics, underlining, shading, all caps or different font styles within 

the document.  
o Use a sans serif font, like Arial, Calibri or Tahoma. These are fonts that do not have the small markings on 

the edge of each letter (serifs). 
o Use a 10, 11, or 12 font size ς no smaller and no larger. 
o 5ƻƴΩǘ ǳǎŜ ǾŜǊǘƛŎŀƭ ƻǊ ƘƻǊƛȊƻƴǘŀƭ ƭƛƴŜǎΣ ƎǊŀǇƘƛŎǎΣ ƻǊ ōƻȄŜǎΦ 
o 5ƻƴΩǘ ǳǎŜ ōǳƭƭŜǘǎΦ ¸ƻǳ Ƴŀȅ ǳǎŜ ŀǎǘŜǊƛǎƪǎ όϝύ ƻǊ ƘȅǇƘŜƴǎ ό-). 
o 5ƻƴΩǘ ǳǎŜ ǇŀǊŜƴǘƘŜǎŜǎ ƻǊ ōǊŀŎƪŜǘǎΦ 
o 5ƻƴΩǘ ǳǎŜ ǘŀōǎΦ  Use even spacing throughout the document. 
o Don't condense spacing between letters. 
o Use left justification only. No centering or right margin justification. 
o Type your name on each page if you go beyond one page. Going beyond one page is acceptable. 
o Type your address below your name on the first page. 

ω Printing and Mailing  
o Print your resume with a laser printer. Provide the employer with an original or high-quality photocopy on 

plain white paper.  Use only black ink. 
o Avoid paper with heavy texture or colored paper that could interfere with the clarity of the print. 
o Do not use a watermark.  
o Don't print on two sides of one page. 
o Put resume and cover letter in a 9 x 12 envelope and paper clip them together when mailing your 

information.  5ƻƴΩǘ ŦƻƭŘ ƻǊ ǎǘŀǇƭŜΦ LƴǎŜǊǘ ōƭŀƴƪ ǎƘeets (or cardstock or cardboard) surrounding your 
documents to reduce wrinkling. 

ω Keywords 
o Research your industry and/or the requirements of the jobs you are seeking to make sure you've included 

appropriate information since scanned resumes are typically retrieved using keyword searches. 
o Each time you apply for a job, review the position description.  Make sure key terms that are included in 

the position description are also included in your resume where appropriate. You may revise your resume 
slightly for different positions or keep several versions of your resume if you are applying for different 
types of jobs. 

o 5ƻƴΩǘ ƛƴŎƭǳŘŜ ŀ ǎŜŎǘƛƻƴ ŜƴǘƛǘƭŜŘ ϦƪŜȅǿƻǊŘǎΦϦ ! ǎŜŀǊŎƘ ǿƛƭƭ ƭƻŎŀǘŜ ǿƻǊŘǎ ƛƴ ŀƴȅ ǇŀǊǘ ƻŦ ȅƻǳǊ ǊŜǎǳƳŜΦ 
o Some keyword examples include accounting, chemical engineer, manager, negotiated, process modeling, 

trainer, social media, strategic planning, etc. 
o Remember that a human being will not see a resume that has been uploaded/scanned unless it has been 

first retrieved through a key word search. Be specific. For example, list the names of software you use such 
as Microsoft Word or Excel, instead of listing software packages. Use terms and acronyms specific to the 
industry. Spell out the full name when you list acronyms; i.e., IEEE, Institute of Electrical and Electronic 
Engineers. Either way the employer chooses to search for this information, your text will be found. 

ω Proofread 
o As with any resume, typos are unacceptable.  Words that are misspelled will not be found in a keyword 

search. 
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Scannable Resume Sample 
Ineeda Job 
2510 E. 8th Street 
St. Paul, MN 55106 
701-555-5555 
ineedajob@hotmail.com 
 
Objective 
Pediatric nurse caring for premature or seriously ill babies in a hospital setting 
 
Education 
Bachelor of Science (BSN), Nursing, April 2015 
University of Minnesota School of Nursing, Minneapolis, Minnesota 
Overall GPA ς 3.8 Deans list every semester 
Registered Nursing Certification, 2015 
 
Knowledge gained through pediatric nursing: 
*NICU Standards 
*Childcare 
*Caring for Seriously ill or premature babies 
*Planning 
*Health plans 
*Childbirth abnormalities 
*Below average development and under achievement 
*Bedside Care 
*Documenting care treatments 
*Admitting 
*Discharging and transferring patients 
 
Computer Skills: 
*Keyboarding 
*Microsoft Excel 
*Microsoft Word 
*Windows and Mac environments 
 
Employment 
Registered Nurse 
¦ƴƛǾŜǊǎƛǘȅ ƻŦ aƛƴƴŜǎƻǘŀ /ƘƛƭŘǊŜƴΩǎ IƻǎǇƛǘŀƭΣ aƛƴƴŜŀǇƻƭƛǎΣ aƛƴƴŜǎƻǘŀ 
June 2015 ς August 2017 
Played an active role in the execution of health plans for babies with childbirth abnormalities, below average development, 
and under achievement. Familiar with NICU standards. Monitored all aspects of patient care, including symptoms and 
changes in patients' condition, diet and physical activity, ordered laboratory and diagnostic tests and evaluated results, and 
maintained accurate, detailed reports and records. 
 
Student Nurse 
Minnesota Medical Center, Fairview, Minneapolis, Minnesota 
August 2014ς April 2015 
Worked under the direction of supervising RN with experience serving in ER, Urgent Care, Pediatrics, and a Stab-Room 
Trauma Unit. Involved in admitting, discharging, transferring patients and documenting care treatments. 
 
Admit Clerk 
Bethesda Hospital, St. Paul, Minnesota 
August 2009 ς July 2010 
Greeted patients and family. Completed paperwork, reviewed admittance documents, obtained signatures. Extensive 
computer experience with attention to detail. 
Activities and Honors 
Hospital Volunteer 2007 - 2009 
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The Employment Application 
 

Completing the Employment Application Form 

ω Read carefully, follow directions, and write neatly. Each application you complete is the first sample of your work 
that employers will see. 

ω Use black ink (unless otherwise indicated). 
ω If possible, complete a rough copy first and correct all the errors before completing the actual copy. 
ω Answer all questions and write in every space provided: If a question does not apply to you, write the abbreviation 
άbκ!έ όƴƻǘ ŀǇǇƭƛŎŀōƭŜύΦ 

ω .Ŝ ŀǎ ǎǇŜŎƛŦƛŎ ŀǎ ǇƻǎǎƛōƭŜ ƛƴ ƛŘŜƴǘƛŦȅƛƴƎ ǘƘŜ άǇƻǎƛǘƛƻƴ ŘŜǎƛǊŜŘΦέ 
ω ²ǊƛǘŜ ƛƴ άǎŎŀƭŜέ ǿƘŜǊŜ ȅƻǳ ŀǊŜ ŀǎƪŜŘ ŦƻǊ άǎŀƭŀǊȅ ŘŜǎƛǊŜŘΤέ ǘƘƛǎ ƳŜŀƴǎ ǘƘŀǘ ȅƻǳ ŜȄǇŜŎǘ ǘƻ ōŜ ǇŀƛŘ ǿƘŀǘ ƻǘƘŜǊ ǿƻǊƪŜǊǎ 

in similar positions earn. You can discuss the specifics of the compensation package later. 
ω Be positive; do not volunteer negative experiences. 
ω Be honest. 

Required Information on the Employment Application 
Gather the information and materials needed to complete your employment application. Much of the information you need 
is on your resume. Make sure you have the following when completing an employment application: 

ω Writing utensils, paper clip 
ω Current addresses 
ω Educational informationτ names and addresses, diplomas earned, dates you attended institutions, subjects in 

which you excelled 
ω Work experienceτpast jobs and responsibilities; names, addresses, and phone numbers of past employers; dates of 

employment; job responsibilities; military experience and volunteer work 
ω Business and technology skills 
ω Special certificates, licenses, professional organizations, honors, and achievements that could give you an advantage 
ω A list of referencesτinclude names, job titles, company names, addresses, and telephone numbers 
ω Copies of your resumeτattach your resume to any completed employment application 

Avoid These Common Mistakes on an Employment Application 

ω Misspelled words 
ω ά/ǊƻǎǎŜŘ-ƻǳǘέ ǿǊƛǘƛƴƎ 
ω Folded or wrinkled application form 
ω Incomplete or unanswered items 
ω Failure to print/write neatly 
ω Incomplete work history 
ω Submitted after deadline 
ω No signature 

What do Employers Look for in an Employment Application? 
Most employers require applicants to complete an employment application. The employment application gives the employer 
facts about you that can be kept on file. The information you provide and how well you present the information indicates to 
an employer the following: 

ω Your ability to follow instructions 
ω Your achievements 
ω Your ability to hold a job 
ω Your thoroughness 

After completing an employment application, you may or may not get an interview. The outcome could depend on how well 
you complete the form.   
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